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Grants Writer & Manager
Organization Overview:

Moishe House, the largest international organization serving Jews in their 20s, provides meaningful Jewish experiences for young adults through the development of vibrant home-based Jewish communities. In response to local demand and the success of the organization’s model, Moishe House is focused on further expanding its base of donors and supporters, activating philanthropists who are moved to invest in experiences that inspire young Jewish adults.  More information about Moishe House can be found at www.moishehouse.org.
Position Description:

The Grants Writer position is an integral part of our Development team, which ensures that the organization can reach its annual and long-term goals by cultivating relationships, securing support, and building strategic partnerships with donors around the world. This full-time position helps to expand and maintain our organization’s capacity to effectively seek out and respond to grant opportunities and maintain relationships with active funders. 
The ideal candidate will have experience in professional writing, a passion for Moishe House’s mission and a drive to help the organization achieve its goals and grow to scale. The Grants Writer will be based at our Executive Office in Charlotte, NC, and reports directly to the Senior Director of Development Operations.  
Essential Job Duties:
· Grant writing and reporting: Oversee an average of 10-20 grant submissions per month (e.g. LOIs, grant proposals, grant reports) through their entire life cycle, including conducting the necessary research, writing first drafts, incorporating team members' edits, finalizing the documents, and submitting. 
· Research (internal and external): Conduct research using Moishe House's internal tracking systems to gather and synthesize all required information for grant submissions, and work closely with the Program Team to gather and manage the data. 

· Budgets (creating and reporting): Work with the Finance Team to generate financial reports and accurate budgets for grant proposals and reports using Excel. 

· Salesforce database maintenance: Contribute to maintaining and updating grant tracking and reporting management systems, including grant records on the donor database system.

Minimum Education and Experience:

· Bachelor’s Degree required
. Four years of related experience may be substituted for the degree.

· Minimum of 1 year previous grant writing or other professional experience required.
· Outstanding writing and editing skills
· Demonstrated experience with Salesforce or a similar donor database preferred.
· Demonstrated experience with building and tracking budgets using Excel preferred.
Other Critical Skills, Qualities and Abilities:

· Highly organized and motivated 
· Positive attitude for both team and individual work. 
· Personally driven to obtain and retain an evolving understanding of Moishe House’s history, programs, mission, vision and goals, and be able to translate this into effective written proposals and reports. 

Moishe House Provides:
Competitive compensation that is commensurate with experience and a generous benefits package. In addition to salary and comprehensive benefits, Moishe House employees experience:
· Great professional development, mentoring, and skill-building opportunities

· Occasional travel for Moishe House staff and learning retreats

· A fun work environment with awesome co-workers

· The support of the global Moishe House community

This position is based in Charlotte, NC and will work in Moishe House’s Executive Office with other Moishe House professional, and reports directly to the Sr. Director of Development Operations. 

How to Apply 
Please email cover letter, resume and salary history (no calls please) to: jobs@moishehouse.org
PLEASE WRITE “… _ firstname_ lastname” IN THE SUBJECT LINE

Moishe House provides equal employment opportunities to all employees and applicants without regard to race, color, religion, gender, sexual orientation, national origin, pregnancy, physical or mental disability, age, military status or protected veteran status, marital / registered domestic partner / civil union status, or genetic information in accordance with applicable federal, state and local laws. This policy applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, termination, layoff, leaves of absence, compensation, and training.  Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required for this job. Duties, responsibilities, and activities may change at any time with or without notice.   
�Please add language about 4 years of experience being a sub. For college degree


�Should we rework to be bulleted critical skills section?





